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JOB PROFILE: 

Finance Systems and Project Coordinator
RESPONSIBLE TO:

Head of Finance
RESPONSIBLE FOR:

 N/a
PURPOSE:
· To lead on the maintenance and continuous development of the systems used in the finance department.
· To manage changes and upgrades to systems
· To look for ways to continuously improve processes ensuring that these are subject to regular review and updated when necessary and evolve with the ever-changing environment.
·  To provide system training and support for the finance team and working closely with other users and stakeholders.
Ensure that standards are maintained in delivering the organisation’s objectives: 
· Ensure activities undertaken are carried out to the highest standards of integrity and professionalism in accordance with the organisations policies and procedures.

· Responsible for identifying and managing risks related to your area of the business, responsible for and put in place appropriate controls to ensure those risks are effectively mitigated. 
Key achievement areas:
1. Ensuring robust controls are maintained in all systems within the finance department 
2. Ensure that data integrity is maintained.
3. Contributing to the development of finance policies through the provision of advice on finance systems and processes, recommending changes that will maximise efficiency.

4. Build strong relationships with all teams within the organisation, understanding and responding to changing needs.

5. Engaging with other work stream leads to ensure there is constant communication to understand business requirements, and update users of changes and potential developments.
6. Considering the impact on the organisation of changing needs, from both a sector specific aspect (Regulator of Social Housing) and other external bodies (HMRC).
7. Delivering regular training in all systems used by the finance team to both new and existing users.
8. Preparation of written training materials and process notes.
9. On-going review of existing finance procedures and transactional processes to ensure that internal controls are maintained and to ensure they are operating as intended.
10. Producing ad-hoc reports for external stakeholders, the Board and Heads of Departments
11.  Project work as directed by the Head of Finance.

No job profile can cover every issue, which may arise within the post at various times, and the job holder is expected to carry out other duties requested by their line manager from time to time.
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